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• Identify what is most important to you to save . . . and then 
organize and label this material! 
• Store materials in a cool, dry, stable environment with good 
circulation and away from sunlight.  Generally avoid garages, 
attics and basements. 
• Store your documents in protective enclosures, such as 
boxes, folders and photographic enclosures 
• If you want to preserve newspaper clippings for the long-
term, photocopy them onto acid and lignin free paper. 
• Keep highly acidic items, such as newspapers, away from 
other documents 
• Handle important documents by their edges and with clean 
hands 
 
Preserving Your Personal Archives  
• Identify where you have your digital files 
• Choose which files you want to save for the long-term 
• Give these files meaningful but brief file names.  Even 
better, devise a consistent naming system for files you wish 
to save long-term. 
• Save these files on your computer and at least one other 
device such as:  DVDs or CDs, a portable hard drive, or 
Internet storage 
• In addition to saving several copies, consider keeping copies 
at a different location, such as a relative or friend's house 
• Check your files about once a year to make sure they are 
still working 
• Create new copies at least every 3-5 years  
 
A R C H I V A L  P R O D U C T S  
A R E  A V A I L A B L E  F R O M :  
Hollinger Metal Edge:  
http://www.hollingermetaledge.com/ 
 
Gaylord:  http://www.gaylord.com/ 
 
Archival Methods:  
http://www.archivalmethods.com/ 
 
University Products:  
http://www.universityproducts.com/ 
 
C H O O S I N G  P R O D U C T S :  
"Archival" or "archival quality" 
can be misleading.  Instead, look 
for: 
• Acid-free (paper) 
• Lignin-free or low-lignin (paper) 
• Buffered (paper) 
• Avoid PVC plastics 
• For photographs, use enclosures 
which have passed the 
Photographic Activity Test 
(PAT)  
 
U S E F U L  W E B S I T E S :  
http://www.archives.gov/preservat
ion/family-archives/ 
 
http://www.nedcc.org/resources/fa
mily.php 
 
http://www.digitalpreservation.go
v/personalarchiving/index.html 
 
Preserving Your Digital Memories 
 
You Can Be Your Own 
Personal Archivist! 
"Archivists keep records that have enduring value as reliable memories of the past, and they 
help people find and understand the information they need in those records."  
                                                                                        Richard Pearce-Moses 
 
